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BOARD OF TRUSTEES 


OF THE 

PUBLIC LIBRARY 

OF THE 

CITY OF TOLEDO, OHIO, 

1899-1900. 


I. Hon. Samuel M. Jones, Mayor of Toledo, 
ex-officio , 2439 Monroe Street, 1901. 

II. Hon. Orville S. Brumback, 1603 Madison 
Street, 1903. 

III. Martin L. Crowell, Esq., 620 Virginia 

Street, 1901. 

IV. Dr. Harrison Hathaway, 1233 Miami Street, 

1900. 

V. Franklin Hubbard, Esq., 1105 Madison 
Street, 1901. 

VI. Dr. James T. Lawless, 1205 Broadway, 1903. 

VII. Robinson Locke, Esq., 1305 Jefferson Street, 
1900. 

VIII. Dr. Adolph E. Scheble, 1304 Jefferson 
Street, 1902. 

IX. Alexander L. Smith, Esq., 2208 Park wood 
Avenue, 1902. 
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OFFICERS AND COMMITTEES 

OF THE 

PUBLIC LIBRARY 

OF THE 

CITY OF TOLEDO, OHIO, 

1899-1900. 

President, - - Martin L. Crowell. 

Vice-President, - - Dr. Harrison Hathaway. 

Secretary, - - John C. Dresser. 

COMMITTEE ON BOOKS. 

Alexander L. Smith, Chairman. 

Dr. Harrison Hathaway. Martin L. Crowell. 

COMMITTEE on buildings and grounds. 

Dr. Adolph E. Scheble, Chairman. 
Franklin Hubbard. Robinson Locke. 

COMMITTEE ON CIRCULATION. 

Robinson Locke, Chairman. 

Franklin Hubbard. Dr. Harrison Hathaway. 

COMMITTEE on einance. 

Dr. Harrison Hathaway, Chairman. 

Orville S. Brumback. Robinson Locke. 

committee on daws and regulations. 
Orville S. Brumback, Chairman. . 
Alexander L. Smith. Dr. James T. Lawless. 

COMMITTEE on reading room. 
Franklin Hubbard, Chairman. 

Dr. Adolph E. Scheble. Dr. James T. Lawless. 
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PUBLIC LIBRARY, 

Corner of Madison and Ontario Streets. 

LIBRARY OPEN 

From 8,30 a. m. to 7.30 p. m. every week day, 
except legal holidays, 

READING ROOM OPEN 

From 8.30 A. m. to 9 p. m. every week day. SutP 
days from 2 p. M. to 9 P. M. 

JUVENIEE DEPARTMENT OPEN 
From 9 a. m. to 7 p. m. every week day except 
legal holidays. 

[LIBRARIAN. 

Mrs. Frances D. Jermain, - 1943 Summit Street, 

VICE-RIBRARIAN. 

Miss Rose Calvert, - The Monticello. 

HEADS OF DEPARTMENTS. 

Cataloging, - Miss Julia Calvert, 

The Monticello, 

Juvenile Department, - Miss Eliza M. Kent, 
2729 Collingwood Avenue. 

Reference Room, - Miss Caroline I. Wales, 
327 Magnolia Street. 

assistants. 

Miss Mary G. Warner, - 432 Machen Street. 

Miss Sarah Kountz, - 327 Twelfth Street. 

Miss Bessie Gassaway, - 1831 Summit Street. 

Miss Cora Bunker, - - 1917 Jefferson Street. 

Miss Marjorie Ainsworth, - 406 Prescott Street. 

Miss Sophie Mery, - - 1819 Summit Street. 
Miss Georgia Hueston, - 2113 Park Place, 
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HISTORICAL SKETCH 

TOLEDO PUBLIC LIBRARY. 

The Toledo Public Library may be said to have 
had its beginning in the Toledo Library Associa¬ 
tion, which was founded in 1864 by citizens of 
Toledo, interested in the intellectual growth of 
the city. Organized and maintained as a sub¬ 
scription library, this institution continued in suc¬ 
cessful operation until the year 1873. 

It was manifest that this private Library Associa¬ 
tion, sustained by subscription, was a luxury of no 
benefit to the masses, who were not able to share 
in its support and benefits. The fruit of this con¬ 
clusion was a movement that gave to Toledo the 
honor of being one of the first cities in the West 
to provide a free public library. 

With the belief that free libraries sustained by 
taxation were as necessary educators as free 
schools, a bill was drafted providing for a library 
free to all citizens of Toledo, and was enacted into 
law by the Legislature of Ohio, April 18th, 1873. 
On the 24th of June of that year, this act was 
formally recognized by the Common Council of the 
City by the passage of a resolution * ‘ Deeming it 
essential to establish a Library and Reading-room,” 
with provisions for their maintenance. 

At this time also, the Trustees of the new 
Library Board were appointed as provided by the 
Act, composed of nine members, the Mayor ex- 
officio being one, four nominated by the Board of 
Education, four by the Common Council, and all 
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elected by the latter. They organized on the 
24th of June, 1873. The members of the first 
Board of Trustees were chosen chiefly from the 
officers of the earlier library Association, which 
made over to its successor the funds of the Associa¬ 
tion and its books, numbering some 4,878 volumes. 

By the original Act, the Board of Education was 
directed to transfer to the new Public Library all 
books and documents in their possession not 
required in the schools for reference; and from this 
source the Library acquired 1,320 additional vol¬ 
umes, thus affording a nucleus of 6,198 volumes. 

The new Library was opened in the building at 
the corner of ^Summit and Madison Streets, then 
known as the “King Block,” where it prospered 
and increased for the following seventeen years. 

Upon December 22d, 1884, the City Council by 
ordinance authorized a deed which was duly exe¬ 
cuted by the City to the Library Trustees of a por¬ 
tion of the old Miami and Erie Canal bed, lying 
between Madison and Jefferson Streets, “For the 
purpose of a Public Park and the erection of a suit¬ 
able building for the purpose of a Public Library.” 

In 1888 the growing necessities of the Library 
so urgently demanded more commodious quarters, 
that in April of that year an Act was secured from 
the Legislature authorizing the Board of Trustees 
to issue bonds for the construction of a Library 
Building. The Trustees purchased sufficient 
ground adjoining the Library grounds acquired 
from the city to allow a frontage of 106 feet upon 
Madison Street, at the corner of Ontario, and 
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extending that width through to Jefferson Street, 
for the sum of $14,000. Bonds were issued to the 
amount of $75,000, and the present building- 
beautiful, fireproof and thoroughly safe and perma¬ 
nent in all its appointments—was constructed 
therewith. The composite general outline of its 
style of architecture is the early Norman, with a 
mingling of the nearly related Byzantine. 

On the 23d of June, 1890, the books and docu¬ 
ments having been transferred from the old loca¬ 
tion to the new building, it was formally opened to 
the public, and has since been a great center of 
education and literary enjoyment for all our 
people, with prophecies of untold benefits to com¬ 
ing generations. 

During the twenty-five years of its existence 
the Toledo Public Library has grown from th.2 first 
6,198 volumes to a library numbering over 43,000 
well selected volumes adapted to every grade of 
scholarship, necessitating an increase in the work¬ 
ing force from two librarians and assistants in 1873 
to twelve in 1899. 

Of the members of the Board of Trustees who 
have honorably and faithfully served the public 
during these years, two stand conspicuous as early 
leaders and organizers of the movement, and in 
many years of service. To Mr. William Scott and 
Mr. Charles King the public is greatly indebted for 
the inauguration and carrying forward of this noble 
work. They were both members of the Board of 
Trustees at its first organization and continued in 
the Board until the year 1893, when, by the death 
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of Mr. King and, shortly after, the resignation of 
Mr. Scott, their twenty years of valuable service 
came to an end. 

The other prominent citizens of Toledo who 
have lent their valuable aid and time as Trustees, 
without compensation, in attaining the success of 
the Toledo Public Library, with their source of 
nomination and terms of service, are as follows: 


Trustees. Term of Service. Nominated by 

Adams, H. C 1893 to Jan. L 1897 — Board of Education. 
Brumback, O. S...1897 to Jan. 1, 1903.....Board of Education. 

Cone, C— .. 1874 to Jan. L 1878 — Common Council. 

Crowell, M. L-1897 to Jan. 1, 1901—Common Council. 

-Dodd, E. S - 1873 to Jan. 1, 1876 Common Council. 

Hathaway, H-1895 to Jan. 1, 1900—Common Council. 

Hoag, F. J -1884 to Jan. 1, 1898 . Board of Education. 

Hubbard, F-1887 to Jan. 1, 1901—Board of Education. 

Jones, M. J - 1896 to Jan. 1, 1897.....Common Council. 

•King, C. A - 1873 to Jan. 1, 1893 — Common Council. 

Lawless, J. T-1899 to Jan. 1, 1903 Common Council. 

Lemmon, R. C . 1884 to Jan. 1, 1896 Common Council. 

Locke, R-1893 to Jan. 1, 1900.....Common Council. 

-Norton, E. H 1873 to Jan. 1, 1886.Board of Education. 

Potter, E. D-1876 to Jan. 1, 1894 . Board of Education. 

Raymond, E. P—1881 to Jan. 1, 1898 . Common Council. 

Richardson, L . 1895 to Jan. 1, i897.....Common Council. 

-Rowsey, W. T-1879 to Jan. 1, 1883 . Common Council. 

Scheble, A. E-1898 to Jan. 1, 1902. . ..Common Council. 

Scott, W. H-1873 to Jan. L 1894.....Board of Education. 

•Scribner, H-1883 to Jan. 1, 1899 . Board of Education. 

Shoemaker, F. B..1873 to Jan. 1, 1883.... Board of Education. 
’•’Sinclair, J 1873 to Jan. i, 1875 — Board of Education. 

Smith, A. L-iS98toJan. 1, 1902.Board of Education. 

Smith, F. W - 1881 to Jan. 1, 1883 — Board of Education. 

-Stebbins, H. S . 1876 to Jan. 1, 1880 . Board of Education. 

-Wasson, R. A . 1873 to Jan. i, 1880. Common Council. 

^'Deceased. 
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RULES AND REGULATIONS 


FOR THE GOVERNMENT OF THE 

PUBLIC LIBRARY 

OF THE 


City of Toledo, Ohio. 


1. The Library shall be open and free to all 
citizens on every week day (excepting New Year’s 
Day, Washington’s Birthday, Decoration Day, 
Independence Day, Labor Day, Thanksgiving Day 
and Christmas Day) from 8.30 a. m. to 7.30 p. m. 

2. The Reading-room shall be open on every 

week day from 8.30 a. m. to 9*°^ and on 

Sundays from 2.00 p. m. to 9.00 p. m. The Juvenile 
Department shall be open from 9.00 a. m. to 7.00 p. 
M. each day the Library is open. 

3. The Librarian, under the direction of the 
Library Committee, will have charge of the Library 
and Reading-room, and all departments thereof, 
and is responsible for the safety of the books and 
property, and for the preservation of order therein, 
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4. The use of tobacco, and all conversation and 
other conduct not consistent with the quiet and 
orderly use of the Library and Reading-room, is 
prohibited. A neglect to comply with this regula¬ 
tion will lead to the guilty party forfeiting all right 
to use the same. 

5. Residents of Toledo and transient visitors in 
the city, above the age of ten years, are entitled to 
use the books of the Library upon registering their 
names and residence, signing an agreement to obey 
the rules and regulations of the library, and com¬ 
plying with either of the following conditions: 

First.—Giving satisfactory bond in the form 
prescribed by the Board of Trustees, revocable*at 
the pleasure of the Board. 

Second.—Depositing three dollars, and, in spe¬ 
cial cases, such further sums as the value of the book 
asked for may, in the judgment of the Librarian, 
require. For such deposit a receipt will be given, 
and money returned when all liability is satisfied. 

6. Money security will be received only where 
it is impossible to furnish personal security. 

7. Non-residents may draw books from the 
Library by complying with the rules for residents, 
and paying five dollars annually in advance. 

8. When bond security is given, it must be 
renewed at least once in three years, or upon the 
death or removal of the surety from the City of 
Toledo, or if for any reason the surety be consid¬ 
ered by the Committee on Circulation as not suf¬ 
ficient. No employe of the Library is permitted to 
become a surety. 


9. Bach person entitled to[[draw books from the 
Library will be supplied with a card inscribed with 
the name, residence and register number. This 
card must be produced whenever a book is taken 
or returned. Immediate notice of a change of 
residence must be given. Neglect to do this will 
subject the card-holder to a forfeiture of privileges. 

10. The registered holder of a card is in all 
cases responsible for books drawn by means of his 
card, by whomsoever presented. To avoid respon¬ 
sibility for books drawn on cards by unauthorized 
persons, the registered holder should give immedi¬ 
ate notice of the loss of the card, to the Librarian. 

•ii. If a card be lost, it cannot be replaced until 
after thirty days’ notice of the loss has been given 
at the Library, which interval is necessary to stop 
its use in irresponsible hands. 

12. One volume only can be taken on account, 
unless the work be in two or more volumes, when, 
at the discretion of the Librarian, two volumes may 
be taken. 

13. Special privilege cards (not exceeding five 
in number to any one person) may, in the discre¬ 
tion of. the Librarian, be issued to teachers in 
public and private schools, who are teaching special 
studies. They will entitle the holders to draw 
books for the use of their pupils, subject to the 
general rules governing the circulation of books. 
These cards shall only be used for books on sub¬ 
jects immediately related to school work, and shall 
be returned to the Library at the close of each 
school year. Teachers shall be responsible for all 
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books taken on such cards, and shall return any 
book on notification by the Librarian that the book 
is desired by another person. 

14. Applicants for books are required to present 
a list, giving title and author, to facilitate the work 
in the Library. 

15. Persons drawing books must examine them, 
and if damaged, report same to an Assistant befpre 
taking them from the Library; also, examine their 
cards to see that the correct entries are made 
thereon. 

16. Books of recent purchase, labeled “Seven 
Day Book,” shall not be retained more than one 
week and cannot be renewed. 

17. Books not labeled “Seven Day Book” may 
be retained two weeks and renewed once only for 
the same period. Books will not be allowed to be 
taken out and returned the same day. 

18. After one renewal no book can be taken out 
again by the same borrower, or any other member 
of the same household, until it has been replaced 
upon the Library shelves and examined at the con¬ 
venience of the Librarian. 

19. The Librarian, subject to the approval of 
the Chairman of the Circulation Committee, may 
recall any book from a borrower for the violation 
of any of the rules of the Library. 

20. Encyclopedias, dictionaries, other works of 
reference, rare and illustrated books, and such 
others as may be designated by the Committee on 
Circulation, can be used only in the Library 
Building. 
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21. Any person marking, turning down leaves, 
mutilating, or otherwise injuring a book beyond 
reasonable wear, shall settle promptly therefor to 
the satisfaction of the Librarian, who will require 
payment for the full value of the book or designate 
the fine for the offense. The trespasser is also sub¬ 
ject to the penalties imposed by the State Laws 
passed for the protection of Public Libraries. 

22. Anyone withholding a book beyond the 
period limited in these rules shall be fined three 
cents for each volume each day over the time. No 
one in the same household shall receive another 
book until the fine is paid. 

23. Books withheld in violation of the rules 
after proper notice to the delinquent, shall be sent 
for, and to the fine shall be added the expense of 
collection and serving notice. No book shall be 
loaned to the delinquent or member of the same 
household until such fines or charges are paid. 

24. If any book is not returned within one 
month after notice is served, the Librarian shall 
proceed to collect, through the City Solicitor, the 
value of the book, with accrued fines and other 
charges to the date of payment. 

25. If the Health Officer shall place a contagious 
disease notice upon any house in which there is, at 
the time, a Library book, the person who drew 
such book shall at once notify the Library of the 
fact, and shall retain the book and cause it to be 
disinfected with the other household effects. 
Thereupon it shall at once be returned to the 
Library. In such case the provisions of the rule 
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with reference to fines for detention of books shall 
not apply. 

26. No book shall be taken from the shelves 
not open to the public, or case opened in any part 
of the building, by any person not employed in the 
service of the Library. 

27. Books may be obtained at such Delivery 
Stations as may be established by the Board of 
Trustees in distant parts of the City. Any person 
desiring to obtain books at a Delivery Station must 
write the titles of books desired on an order slip 
and leave it with his card at the Delivery Station. 
The cards will be delivered to the Library with the 
order slips, and the first book on each slip not out 
of the Library will be returned to the Delivery 
Station. All rules applicable to books taken from 
the Library will be strictly enforced against patrons 
obtaining books at Delivery Stations. 

28. All persons above the age of fourteen years, 
of respectable character and of such orderly con¬ 
duct and condition as not to interfere with the 
occupation and comfort of others, shall, during all 
regular hours, have free use of the papers, peri¬ 
odicals and books of the Library for consultation 
in the building. 

29. All persons above the age of ten years, con¬ 
ducting themselves in an orderly and proper man¬ 
ner, shall, during the regular hours of the Juvenile 
Department, have free use of the papers, peri¬ 
odicals and books in that department. 

30. Every periodical or book received from 
the Assistant for temporary use must be returned 
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by the borrower before leaving the Library. When 
returned, it shall be carefully examined by the 
Assistant, who is required to report immediately 
any injury it may have suffered, and to collect full 
pay for such injury under the penalty of future 
exclusion of the offender from the building, or in 
extreme cases, of prosecution under the law. 

31. All loud conversation and conduct not con¬ 
sistent with the quiet and orderly use of the 
Library, and all lounging, are strictly prohibited. 

32. Talking to Assistants, except on matters 
pertaining to the use of the Library, is not allowed. 

33. No paper or periodical shall be clipped, 
marked, or otherwise mutilated or defaced, and in 
case thereof, the person offending shall be subject 
to the same fine or penalty as if such paper or peri¬ 
odical were a bound book. 

34. Persons mutilating or damaging any papers 
or periodicals, bound or unbound, either by cutting, 
tearing, or in any way injuring their value, are 
liable to be prosecuted under the Act passed by the 
General Assembly of the State of Ohio, entitled 
“An Act to provide for the punishment of injury 
done to newspapers and periodicals in Reading- 
rooms,” as follows: “That if any person shall 
intentionally deface, obliterate, tear or destroy, in 
whole or in part, any newspaper, magazine or peri¬ 
odical on file in any Library, or other association 
in this State, or shall cut therefrom any article or 
advertisement, such persons shall, upon conviction 
thereof, be fined in any sum not exceeding $ 100.00 
nor less than $ 10.00; or be imprisoned in the 
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County Jail not exceeding thirty days; or both of 
said punishments, at the discretion of the court. ” 

35. In case of any person abusing the privileges 
of the Library by unbecoming conduct, or by the 
violation of any of the regulations, the Librarian 
or Vice Librarian or Assistants shall have power to 
act summarily in the matter, and if the case is one 
of gross offense, cause the offender to be at once 
excluded from the Library, reporting all such cases 
to the Board of Trustees, at its next meeting, who 
shall have power to exclude from the Library for a 
time or permanently, according to the nature and 
degree of the offense. 

36. Patrons of the Library who feel aggrieved 
from any cause are requested to at once report 
their grievance to the Librarian or Vice Librarian, 
who will see that the matter is righted at once, or 
refer the matter to the Board of Trustees. 

EXTRACT FROM OHIO LAWS. 

“ Every Library and Reading-room established 
under this Act, shall be and remain forever free to the 
use of the inhabitants of such city, subject, however, to 
such reasonable rules and regulations as the Library 
Board may find and deem necessary to adopt and 
publish, to protect and preserve the property therein, in 
order to render the use of said Library and Reading- 
room of the greatest benefit to the greatest number; and 
said Board may exclude and cut off from the use of 
said Library and Reading-room, any and all persons 
who shall wilfully violate any of such rules and regu¬ 
lations Rev. Stat. of Ohio, Sec. 4002-28. 


17 


REGULATIONS 


For the Government of the 
Board of Trustees. 


1. Regular meetings of the Board shall be held 
on the first Friday of each month at 4.30 p. m. 
One day prior to date of every meeting the Secre¬ 
tary shall send written notice of the meeting to 
each member. 

2. Special meetings may be called by the Secre¬ 
tary, upon the written request of the President or 
two members of the Board. 

3. The notice of any special meeting shall state 
the business for which the meeting is called, and 
said business shall be first in order. 

4. Four Trustees shall constitute a quorum of 
the Board, but no appropriation, except for the 
payment of salaries', shall be made, or indebtedness 
incurred to an amount exceeding $100.00, without 
the concurring votes of a majority of all members 
of the Board. 

5. The officers of the Board of Trustees shall be 
a President, Vice President and Secretary, who 
shall hold their office for one year, and until their 
successors shall be elected. They shall be elected 
by ballot at the first regular meeting of the Board 
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in March, a majority of the whole Board being 
required to elect. 

6. The President shall preside at all meetings of 
the Board, appoint the Standing Committees, sign 
all warrants upon the City Treasurer, prepare for 
the consideration of the Board the annual report of 
the Board of Trustees, as provided in Section 
4002-29, Revised Statutes of Ohio, and perform 
such other duties as usually pertain to the office. 

7. The Vice President, in the absence of the 
President, shall preside at the meetings of the 
Board, and in case of death, resignation, or removal 
of the President, shall perform the duties of the 
President, until a President is elected to serve 
for the unexpired time. 

8. The Secretary may be a person other than a 
member of the Board. He shall keep the records 
and accounts of the Board of Trustees, notify the 
Trustees of all meetings of the Board, sign all war¬ 
rants upon the City Treasurer, and perform such 
other duties as usually pertain to the office. 

9. There shall be six Standing Committees of 
the Board, consisting of three members each, as 
follows: 

Committee on Books. 

Committee on Buildings and Grounds. 

Committee on Circulation. 

Committee on Finance. 

Committee on Taws and Regulations. 

Committee on Reading-room, 


10. The Committee on Books shall, under the 
advice of the Librarian, have general charge of the 
selection, purchase, binding and repairing of books. 
All bills for books and binding shall be audited by 
said Committee. 

11. The Committee on Building and Grounds 
shall have general charge of the library building 
and grounds, and the furniture and trees thereof. 
All bills of expense connected with the building 
and grounds shall be audited by said Committee. 

12. The Committee on Circulation shall have 
general charge of the circulation of books and 
periodicals, and shall pass upon the applications 
and bonds of those who desire to draw books or 
periodicals from the Library. 

13. The Committee on Finance shall have gen¬ 
eral charge of all matters relating to accounts, 
revenues and salaries of the Library. 

14. The Committee on Laws and Regulations 
shall have general charge of the laws, rules and 
regulations of the Library and the enforcement 
thereof. 

15. The Committee on Reading-room shall, 
under the advice of the Librarian, have general 
charge of the selection and subscription of all 
newspapers and periodicals, and the filing and 
binding of those desirable to be preserved. All 
bills for newspapers and periodicals shall be 
audited by said Committee. 

16. All Committees shall, at the regular meet¬ 
ing of each month, present reports showing in 
detail their doings for the preceding month, 
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17. All bills, except small expenses to be 
paid by the Librarian as hereinafter mentioned, 
shall be indorsed by the Chairman of the Commit¬ 
tee under whose supervision said bill was made; 
said claim shall be referred to the Committee on 
Finance, who shall report thereon to the Board of 
Trustees. When a bill has been allowed by the 
Board of Trustees, the Secretary shall draw his war¬ 
rant upon the City Treasurer, which shall be signed 
by the President, for the amount ordered to be 
paid to the order of the person in whose favor said 
bill or claim is allowed. 

18. When required by the Board so to do, the 
Librarian shall invite bids for furnishing the Board 
with such supplies, books, etc., concerning which 
there can be competition among dealers. Pur¬ 
chases shall be made from the lowest bidders, con¬ 
sidering binding, etc., local dealers being given the 
preference where practicable. The respective 
Committees shall make other purchases. 

19. A sum not exceeding $50.00 may be left 
with the Librarian, with which to pay incidental 
expenses, such as postage, express charges, freight, 
etc.; true statements of such payments shall be 
made to the Committee on Finance, which shall be 
audited and paid in the usual manner. 

20. In meetings of the Board, all motions 
and resolutions offered shall be laid over to the 
next ensuing meeting, on any member of the 
Board giving notice to discuss. 
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21. Upon any motion involving the expenditure 
of money, or upon demand of any member, an aye 
and nay vote shall be taken and recorded. 

22. The order of business at regular meetings 
shall be as follows: 

First.—Reading the minutes of previous meeting. 

Second.—Reports from Standing Committees. 

Third.—Reports from Special Committees. 

Fourth.—Reports from Officers. 

Fifth.—Unfinished business. 

Sixth.—New business. 

23. The rules and regulations, or any of them, 
may be suspended by a three-fourths vote of the 
full Board. 

24. Amendments to the Rules and Regulations 
shall be referred to the Committee on Laws and 
Regulations, and shall be reported back by it to 
the Board of Trustees, before action is taken thereon. 
It shall require a two-thirds vote of the full Board 
to amend or change. 


REGULATIONS 


For the Government of Officers 
and Employes. 


i . The regular employes of the library shall be 
a Librarian, a Vice Librarian, and such Assistants 
as may be necessary to properly perform the work 
of the Library. 

2. The Librarian shall have charge and super¬ 
intendence of the Library Building, and shall be 
responsible for the care and safety of all books and 
other property contained therein, as well as for the 
orderly deportment of patrons. The Librarian 
shall also control, supervise and direct the working 
force, and so far as practicable, assist in the detail 
work of the several departments.. 

' 3. The Librarian shall make monthly reports to 
the Board of Trustees of all money received for 
fines, sales of catalogues and from all other sources. 
Such money shall be deposited each month with 
the City Treasurer, and the Treasurer’s receipt 
therefor attached to said report. 

4. The Vice Librarian shall, under the direction 
of the Librarian, have special charge of the circu¬ 
lating department; keep a record of all borrowers 
and books circulated, notify delinquents under the 
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rules; keep an accurate account of all fines col¬ 
lected, and so far as practicable, assist in the detail 
work of the several departments. In the absence 
of the Librarian, the Vice Librarian shall have 
general supervision of the Library. 

5. The Assistant Librarians shall, under the 
direction of the Librarian, attend to the receipt and 
delivery of books, and perform such other work as 
the Librarian may direct. They shall at all times 
endeavor to advance the purpose of the Library to 
benefit and educate the people. 

6. The Librarian, Vice Librarian and Secretary 
shall receive salaries, fixed by resolution. The 
regular Library Assistants shall be divided into 
classes, and shall receive the following salaries: 

Those in class A, the sum of $45.00 per month. 

Those in class B, the sum of $40.00 per month. 

Those in class C, the sum of $35.00 per month. 

Those in class D, the sum of $30.00 per month. 

There shall be three years of service in each 
class. Advancement in the classes will only be 
made after sufficient length of service to entitle 
thereto, coupled with proficiency in the perform¬ 
ance of duties. 

7. Substitutes, other than those employed to do 
special work, shall be paid 12^ cents for each hour 
of actual service, 

8. All regular Library employes shall be paid 
monthly upon a pay roll to be made up and certi¬ 
fied as correct by the Librarian. When such pay 
roll has been approved by the Chairman of the 
Committee on Finance, and allowed by the Board, 
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a warrant may issue for the payment thereof. 

9. The selection of regular Assistants and Sub¬ 
stitutes, excepting such as may be required for 
special duties, will be made from those who have 
submitted to and passed a regular examination, to 
which anyone may be admitted. Those seeking 
employment as Assistants, by leaving their address 
with the Librarian, will receive notice when such 
examination takes place. The successful passing 
of such an examination places candidates in line of 
appointment to act as Substitutes or regular Assist¬ 
ants, but gives them no right to demand appoint¬ 
ment, as the Board of Trustees reserves to itself the 
right of selection, irrespective of grading developed 
at the examination or of time of service. The 
papers submitted by candidates at the examination 
shall form the basis of the recommendation to be 
made by the Committee thereon, but the Committee 
may also take into consideration the age, health 
and domestic relations of candidates, as well as 
their bearing and moral character. 

10. The term of office of all regular employes 
shall expire on the first day of April. They shall 
be subject to removal at any time at the pleasure 
of the Board of Trustees. 

11. The attendance of the Librarian, Vice Libra¬ 
rian and Assistants shall be so adjusted between 
them as to insure the presence of one of them at 
all times in the Library when open. 

12. Six hours shall constitute a day’s work for 
Library Assistants. The Librarian and Vice Libra- 
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rian shall adjust the schedule of hours of service 
among the employes in such manner as to secure 
justice and equality. 

13. Unless otherwise ordered by the Board, 
every employe who has been in the service of the 
Library constantly employed upwards of two years, 
and whose service has been satisfactory, shall be 
granted an annual vacation not exceeding three 
weeks. The dates of the vacations shall be fixed 
by the Librarian, under the direction of the Com¬ 
mittee on Laws and Regulations. The privilege of 
such vacation or any part thereof cannot be waived 
one or more years and allowed to accumulate, but 
shall be good only in the calendar year in which it 
is granted. 

14. In case of the absence of an Assistant 
through sickness or other unavoidable cause, 
immediate notice of the same shall be conveyed to 
the Librarian, so that provision can be made for a 
Substitute. In case of a death in the immediate 
family of an Assistant there shall be no deduction 
of pay on account of absence for a reasonable time. 
In other cases there shall be no compensation dur¬ 
ing absence. 

15. It shall be the duty of all employes to be in 
their respective places during the prescribed hours 
of their employment, and no Assistant shall leave 
the Library during such hours without the consent 
of the Librarian. All cases of tardiness must be 
explained to the satisfaction of the Librarian. 

16. Employes are required to give prompt, 
cheerful, courteous and impartial attendance to 
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the patrons of the Library, and during their hours 
of service are to occupy their time in such manner 
as will add to their knowledge of the Library and 
their usefulness therein. 

17. In waiting upon the public a regular rota¬ 
tion shall be observed as to the order of priority in 
the arrival of card holders at the counters — those 
coming first to be first served. 

18. Assistants are not permitted to take charge 
of the Library card of any person outside of their 
own immediate household, nor are they allowed to 
have any private understanding or arrangement 
with any person whatever respecting the taking 
out or renewal of any book. 

19. Conversation of a personal nature with vis¬ 
itors or friends, or any other conversation than that 
which relates to-the business of the Library, is 
strictly forbidden, except by permission of the 
Librarian. 

20. No Assistant is permitted to draw any book 
for self or friend until the same has been in the 
Library for one month, except by permission of the 
Librarian. 

21. Whenever any book is delivered, returned 
or used, it shall be the duty of the Assistant who 
receives the same to examine its condition and 
enforce the rules of the Library in respect to injury 
or mutilation. 

22. The Assistants must make frequent exam¬ 
inations of all papers and periodicals in the Read¬ 
ing-room, and strictly enforce the rules of the 
Library in respect to injury or mutilation. 
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